College of Education

Teaching Assistant/Research Assistant/Graduate Staff Assistant Hiring Process

 2010-2011 Academic Year

This document describes the College of Education administrative process for hiring of Teaching Assistants, Research Assistants and Graduate Staff Assistants as covered by the negotiated union contract, UW/UAW Contract.  This contract can be found at http://www.washington.edu/admin/hr/laborrel/contracts/uaw/contract/preamble.html
Recruitment of position

The UW/UAW Contract, Article 13  provides specific information about conducting postings for positions.    All open positions must be posted for the minimum one week to ensure equal opportunity for graduate students.

In limited circumstances, an assistantship position may be filled directly (without posting) when it meets a condition established by the contract.   Email your position description, information regarding the budget and student you would like to hire to Andrea McAuliff for a determination if your position must be posted.

Posting Timeline

	Dates and Timeframes
	Action
	Responsible Party

	
	Faculty member notifies CoEd Human Resource of a position to post.

HR will ensure budgetary approval and prepare job description provided for posting.
	Hiring Faculty Member emails Andrea McAuliff, HR

	7-14 calendar days
	Positions must post to CoEd website, Education & CoEd Funding Opportunity listservs for min of 7 calendar days (2 weeks preferred).
	HR

	
	Applicants apply directly to unit/point of contact.  
	Applicants

	No more than 2 weeks after the posting deadline.
	Notification of selection decisions – both to final candidate and all other applicants.  Notification to HR occurs at the same time.
	Faculty/Unit point of contact

	Response due back 1 week after offer extended.
	Final candidate must respond in 1 week with acceptance of position and terms or denial.
	Student


To post: Email Andrea McAuliff, HR Manager, following information:

· Job description of position

· Supervising Faculty member

· Budget name and number position will be paid on

· Anticipated start and end date – one quarter, academic year

· Anticipated percentage of time ( 50%, 25%)or number of hours per week for position

Positions are posted through the following channels for minimum of 1 week, 2 weeks is recommended.  If position is not filled after 2 week posting within the CoEd, it will be posted to the UW central website for greater exposure (per the UW/UAW Contract, Article 13).

Postings require the following to be included:

· Classification of position – Teaching Assistant, Research Assistant, etc.

· Job Description

· Position requirements and desirables

· Procedures for application process, including the name and location of where inquiries and applications can be made.  Procedures can be directly to an area point of contact or the hiring faculty member.

· Deadlines for:

· Applications to be received

· Notification to applicants about offer decision

· Acceptance of offer

Applications materials can include, but not limited to:

· CV/resume

· Letter of interest for position or answers to specific questions about the position

· Names of references

· Copies of UW Transcripts

Positions are posted:

· CoEd Website - http://education.washington.edu/funding/ra.html
· Email distribution to: Education Listserv (graduate students) and CoEd Funding Opportunities listserv.

· Any additional email distributions as desired by faculty member/area.

Once a candidate has been identified for a posted position, the hiring process is as follows:

· Complete a Blue Form with the student’s information.

· Include when submitting a Blue Form:

· Job Description for the position

· Student’s CV/resume

· Confirmation that student will or is registered for 10 credits or more during appointment quarters.

Important dates for student notifications

· Continuing students with continued appointments to begin Autumn Quarter must have offer letters in hand by 6/1/10.

· Offer letters for Open Hires should be in hand no later than 30 days before start date – Autumn Quarter start dates due 8/16/10.

